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Looking for a job 


This booklet will help you to look for a job. 


Here you'll find advice and tips about how to put together a 
good résumé, find job openings and write a covering letter. 
You'll also find some examples that you can use as a guide to 
create your own résumé or letter. 


Ontario Works 


Ontario Works is a balanced and innovative program that 
focuses on helping you return to work. If you receive General 
Welfare benefits and are able to work, you must take part in 
Ontario Works. Details on the program are available in a 
brochure called Ontario Works and You. Ask your caseworker 
for a copy. 


Helping you find a job 

Your welfare office will be called an Ontario Works Centre. 
These centres are there to help you find a job. You can use 
computers, printers and photocopiers to put together a proper 
résume. “Job banks” on computers list job openings. 
Telephones are available for you to make appointments for 
interviews. You can also use fax machines to send out your 
résumé. 


Workshops on how to look for a job and about your area’s 
job market are offered. A “job market” includes all the 
employment opportunities in your community. 


“Job-finding clubs” offer you the chance to work with other 
people to search for a job. You can learn from each other’s 
experiences and offer one another suport. 


Community placements can give you experience to put on 
your résumé and a reference. 





Finally, you may be referred to a company or agency to place 
you in a paid job or help you set up your own business. 


What kinds of jobs can you apply for? 


The best job search starts at home. Take a piece of paper and 
list your skills, experience and interests. 


Listing your skills, experience, and interests is one way of 
starting your search for a job. It shows that there are lots of job 
possibilities that you can go after. It gives you confidence 
because you realize what you have to offer to an employer. It’s 
also the first step in preparing a résumé. 


Your résumé 

A résumé tells an employer who you are, what skills you have 
and what work experience or education you have. You must 
have a résumé when looking for a job. The information in your 
résumé tells the employer whether you have the skills and 
experience that are needed and helps employers decide 
whether to hire you or not. (You can mail, drop off or fax 
résumés to employers you want to work for.) 


Your résume says a lot about you. Most employers prefer that 
it be typed and not written by hand. There are many ways to 
present a résumé, but here’s one example you can use as a 


guide. 


Example of a résumé: 


John Doe 

1 Shaw St. 

Sometown ON M4R 2Z]1 
(123) 555-9876 


WORK EXPERIENCE 
September to December, 1995 
Sometown Senior’s Retirement Home 
2 Main St., Sometown ON MOT 2L3. 
Position: junior cook. 
Duties: Preparing basic meals for residents. 


January 1993 to August 1995 
Harry’s Fine Dining 
25 Main St., Sometown ON M6T 2L3. 
Position: short-order cook. 
Duties: Preparing and cooking lunch for customers. 


Making sure kitchen area was clean and organized. 


EDUCATION 
lee rete bi Kola bee he 
Sometown High School 
5 Side Street, Sometown ON M3J 183. 


ACHIEVEMENTS AND INTERESTS 
Winner of the Sometown High School 1993 
Cooking Contest. 
Volunteer of the Year Award, Sometown 
Provincial Park. 
Cooking. Reading. Wildlife preservation. 


REFERENCES 
Available upon request. 





Where to find jobs 


The newspaper is a good place to start your job search. 
Check through the “classifieds” section of your local newspaper. 
Jobs are listed under “employment opportunities” or under 
“help wanted.” 


Human Resources Development Canada has offices across 
the province. In some communities they are called “Canada 
Employment Centres.” These offices may have computer “job 
banks” or bulletin boards listing jobs. College and university 
job-placement centres also list jobs. Your Ontario Works Centre 
or welfare office has listings of jobs available in your area. You 
can also check with your local Career Employment Preparation 
Program service. Call the Training Hotline at 1-800-387-5656 
for the location nearest you. 


How to find out about jobs 
that aren’t advertised 


Many job opportunities aren’t advertised by employers. You 
have to find them yourself. 


Start by telling everyone you know that you’re looking for a 
job. Tell relatives, friends, people you used to work with, the 
teacher of a course you're taking, the people you volunteer with, 
and even those you may play sports with. Often someone you 
know has heard of a job opening or knows someone else who 
might be looking to expand and hire more employees. This is 
called “networking.” 


The “Yellow Pages” of the telephone book are an important 
tool in your search for a job. It lists by industry the employers in 
your area. You can also visit the library in your community. Ask a 
librarian for business directories that list local employers. 


Look for “help wanted” signs in the windows of stores and 
offices in your community. You can walk in and ask about the 
job. 


Getting an interview 


Some advertised jobs request that you call the number listed 
in the ad to make an appointment. 


If a company you’re interested in working for hasn’t 
advertised any job openings, you can still call and try to 
convince the employer that he or she might want to meet with 
you anyway, just in case there are future job openings. 


Find out as much as possible about the company and their 
type of business before you call for an interview. You can call 
the company and ask to be sent brochures or annual reports 
describing what they do. Talk to people who work for the 
company. Your local library may have information about their 
type of business. Talk to a librarian who may be able to find 
newspaper clippings or references in other books. 


Find out who the right person is to talk to. In a small 
company, the owner might do all of the hiring. In a larger 
company, it might be the director of human resources or 
personnel manager. Call the company and ask who you should 
speak with or fax or mail your résumé to. Make sure you get the 
proper spelling of the person’s name and full job title. 


Going to an interview 


Now that you have an interview, make a list of all the things 
you have to offer to this employer, your skills and experience 
directly related to this job. 


There are some questions interviewers almost always ask. Be 
prepared with answers to: 


What kinds of experience do you have with this type of 
work? 


Why did you leave your last job? 


° What are your strengths? 

¢ What are your weaknesses? 

e Are you able to work different shifts? 
® Do you work well with others? 


It’s also a good idea to have questions ready to ask the person 
interviewing you. It shows that you're interested in the job. 


Here are just a few examples: 
* Who would I report to? 
° Do you offer any staff training? 
¢ Are there opportunities for advancement? 
¢ What types of benefits do you offer employees? 
° Is there a dress coder 

It’s important to make a good first impression at a job 
interview. Wear something you feel comfortable in but that suits 
the job. If you’re a woman applying for an apprenticeship as a 
plumber, you probably don’t have to wear a skirt, but your jeans 
and shirt should be clean and neat. If you’re a man applying as 


a clerk in an accounting firm, you should probably wear a tie. 


There are some things you should have with you at an 
interview: 


* Have extra copies of your résumé and covering letter in case 
you end up being interviewed by more than one person. 


* A pen in case you need to fill out an application form. 


e Photocopies of any certificates or diplomas you have from 
school or training courses. 


e Your references typed up on a piece of paper in case you're 
asked for them. 


It’s also important to have your Social Insurance Number and 
any other pieces of identification that may be asked for. If you 
don’t have a Social Insurance Number, visit the nearest Human 
Resources Development Canada Centre and ask for an 
application. A “SIN” card is needed before you can get a job. 


Application forms 

Some companies require that you fill out an application 
form. The form may ask for your name, address, telephone 
number, which job you’re applying for, references, education, 
work history, and Social Insurance Number. 


References 


Most employers will usually ask for three references. A 
reference is a person who will confirm that what’s on your 
résumé is correct. They will also be able to tell the employer 
about the kind of worker you are. Usually it will be someone 
you used to work for. It could be a teacher or someone who is 
aware of your strengths and capabilities. References shouldn’t 
include someone in your family. 


Before you give someone’s name as a reference, ask them 
first for permission. If they say yes, ask them to also write a 
letter about you. Some employers may ask you for reference 
letters: 


Here is a sample reference letter: 


To Whom it May Concern, 


John Doe was a student of mine from 1992 to 1993 at the 
Sometown High School. John joined my Cooking Club that same 
year and won the annual cooking contest. John has a real talent 
for preparing a wide variety of meals and planning menus. He 
works well under pressure and as a member of a team — both of 
which are important qualities in a professional kitchen. I have 


every confidence in recommending John as a potential employee 
for your company. 


Sincerely, 

M. Conlin 

Sometown High School 
555-6543 





Covering letters 


A covering letter should always be sent with your résumé 
when applying for a job. The covering letter briefly describes 
the exact job you’re applying for and why you’re interested. If 
you re not writing about a specific job, specify the type of work 
you'd be interested in doing. You can highlight something in 
your résumé. You can even include information such as, when 
you would be available to start, if you’re willing to travel, and 
how the person could contact you for an interview. 


There are many ways to write a covering letter, but here’s one 
example you can use as a guide. 


John Doe 

1 Shaw St. 

Sometown ON M4R 2Z]1 
(123) 555-9876 


Ms. Francine Beck 

Human Resources Manager 
The Family’s Stop Hotel 
100 Main St. 

Sometown ON MO6K 1P2 


Dear Ms. Beck, 


I would like to apply for the position of cook advertised in the 
January 20th edition of Sometown News and Times. 


I have three years experience working as a cook. All of my 
experience has been in a fast-paced environment. My ability to 
work well under pressure would be a benefit to an organization 
such as the Family’s Stop Hotel. 


My résumé is enclosed. Please phone at your convenience to 
arrange an interview. I look forward to your reply. 


Sincerely, 


John Doe 





Following up interviews and job leads 


Once you’ve had the interview, it’s a good idea to follow up 
with a phone call. Ask the person doing the interviewing when 
they expect to make a decision. You may also want to send a 
thank-you note to the person who interviewed you. If you 
promised to send some more information about yourself at the 
interview, make sure to send it. 





It’s also important to follow up job leads. Make a list of 
everyone you’ve contacted or been interviewed by. Follow up. 
Call them. Ask if the position has been filled yet and if there 
are any other new positions available. If you didn’t get a job 
after being interviewed, you can still ask for feedback about 
how you did. 


How to stay on track while looking for a job 

One good way to stay on track is to create a chart to keep 
track of where you’ve applied or who you’ve contacted, for 
example. Here is a sample. 


cee mp fre 


The Family’s Francine Mail Follow up 
Stop Hotel Beck Résumé & with phone 
555-1314 covering call May 5 
letter 


It’s important to keep track of dates. There’s a Date column 
so you can remember when you contacted an employer. The 
Organization column is a place to record all of the information 
about what you did or which company you contacted. The 
Contact column is a place to keep organized the names and 
phone numbers of the many people you contacted while 
looking for a job. The Type of Contact column reminds you 
how you contacted the organization. Finally, the Follow Up 
column reminds you what you have to do next. 





Keeping the job 

Once you get a job, the next step is to keep that job. It’s 
important to respect the rules of the job. If you’re sick or are 
going to be late, call and let your employer know. If there is a 
dress code, make sure you follow it. Remember to respect the 
people you work with. Treat people the way you would want 
them to treat you. 


Getting that job 


The tips in this booklet will help you search for jobs. If you’re 
not offered a job right away, don’t give up. Keep trying because 
your efforts will pay off in the end. Good luck! 
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